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ABST R ACT 

This 'fifth in a series of six learning aodules on 
student vocational organizations is designed to assist secondary and 
postsecondary vocational teachers in developing additional 
supervision and aanagement techniques needed to ensure that the 
student vocational organization is functioning saoothly and • 
effectively. Introductory sections relate the ccapetency dealt with 
in this module to others in the prograa and list both tne enabling 
oblectives for the three'^loarning expeti<^nces and the resources 
required. Materials in fhe learning experiences include required 
reading (covering supervision and evaluation), self -check quizzes, 
aodel ansvers, a case study, aodel critique, and the teacher 
perforaance assessment fora for use iff evaluation of the terainal 
oblective. (The modules on student vocational organizations are part 
of a larger series of 100 perforaance-fcased teacher education (PBIE) 
self-contained learning packages for use in preservioe or irservice 
training "Of teachers in all occupational areas. Each of th<. 
field-tested aodules focuses on the developaent of one or more 
specific piofessionai competencies identified through research as 
iaportant to vocational teachers. Hatezials are designed for use by 
teachers, either on an individual ^or group basis, working under the 
direction of one or more resource persons/instructors.) (bH) 
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FOREWORD 



This nKidiM is one of a series of 100 performance>based 
teacher education (PBTE) learning packages focusing upon 
iptcHic professional competencies of vocational teachers. The 
conrYpetenciesupon which these modules are based were iden- 
tified and verified through research id being-important to suc- 
ceetful vocetionat teaching at both the secondary and post- 
secondary levels of instruction. The modules are suitable for_ 
the preparation of teachers In all occupational areas. 

Each module provides learning experiences that integrate 
theory and application; each culminates with criterion refer- 
en^id assaesment of the teacher's performance of the spec- 
ified competency. The materials are designed for use by indi- 
vidual or groups of teachers in training* woricing under the 
dirertionandwiththeassistana ofteachereducators acting as 
resource persons. Resource persons should be sicilled in the 
teacher competency being developed and should be thor- 
oughly oriented to PBTE concepts and procedures in using 
theei materials: 

Tha design of the materials provides considerable flexibility for 
planning and conducting performance-baseci preservice and 
inaarvice teachef preparation programs to meet a wide variety 
of Individual needs and interests. The materials are intended for 
use by universities and colleges, state departments of educa- 
tlon» post-secondary institutions^ local education agencies, and 
others responsible for the professionardevelopment of voca- 
tional teachers. Furttwr information about the use of the mod- 
ules in teacher ecTucation programs is contained in three re- 
flated documents: Student Guide to Using Perfonnance-Based 
Teacher Education Materials, Resource Person Guide to 
Using Poffonnance-Based Teacher Education Materials and 
Guide to Implementation of Perfomriince-Based Teacher 
Education. 

The PBTE curriculum packages are products of a sustained 
research and development effort by The Center's Program iof 
Professional Development for Vocational Education. Many in- 
dividuals, 1 nstitutions, and agencies participated with The Cen- 
ter and have made cont'-'butions to the systematic develop- 
ment, testing, revision, and refinement of these very significant 
training materials. Over 40 teacher educators provided input in 
development of initial versions of the modules; over 2,000 
teachers and 300 resourcS^rsons in 20 unive'^iiies, colle'ges. 
and post-secondary Institution* used 'the material s and p jo- 
~ vrdsaieeaiTacirtomFCfeh revision and refinement. 

Special recognitio.n for major individual roles in the direction, 
development, coordination of testing, revision, and refinement 
of these materials Is extended to the following program staff; 
James B, Hamilton, Program Director; .Robert E. Norton, As- 



sociate Program Director; Glen E. Fardia Specialist; Lois Har- 
rlnoton. Program Assistant; and Karen Quinn, Program Assle- 
tanl Recognition is also extended to Kristy Ross, TeohnicaL 
Assistant; Joan Jones, Technical Assistant; and Jean Wisen* 
•baugh. Artist for their contributions to the final refinement of 
the materials. Contributions made by fonner p^gram staff to- 
ward developmental versions of these materials are also ac- 
icnowledged. Catvln J. Cotrell directed the vocational teacher 
competency research studies upon which these modules are 
based and also directed the curriculum development effort 
from 1971-1972. Curtis R. Finch provided leadershipifor the^ 
program from 1972-1974. 

Appreciation is also extended-to all thosOoOutside The Center 
(consultants, field site coordinators, teacher educatoni, 
teachers, and others) who contributed so generous.V in various 
phases of the total effort. Early versions of the materials were 
developed by The Center in cooperation with the vocational 
teacher education faculties at Oregon State University and at 
the University of Missouri-Columbia Preliminary testing of the 
materials was conducted at Oregon State University, Temple 
University, and* University of Missouri-Columbia 

Following preliminary testing, major revision of all materials 
was performed by Center ^taff with the assistance of numerous 
consultants and visiting scholars from throughout the country.. 

Advanced testing of the materials was carried out with assis-t 
tattce of the vocational teacher educators and students of Cenr 
tral Washington State College; Colorado State University; Ferris 
State College, Michigan; Florida State University; Holland Col- 
lege, P.E.I.. Canada; Olclahoma State University; Rutgers Uni- 
versity; State University College at Buffalo; Temple University; 
University of Arizona; University of Michigan-Flint; University of 
Minnesota-Twin Cities; University of Nebraslta-Lincoln; Univer- 
sity of Northern Colorado; University of Pittsburgh; University 
of Tennessee; University of Vermont; and Utah State University. 

' The Center is grateful to the National Institute of Education for 
sponsorship of this PBT£ curriculum developnent effort from 
1972 throuah its completion. Appreciation is extended to the 
Bureau of Occupational and Adult Education of the U.S. Office 
of Education for their sponsorship of training and advanced 
testing of the materials at 10 sites under provisions of EPOA 
Part F, Section 553. Recognition of funding support of the 
advanced testing effort is also extended to Ferrif State Colie^, 
Holland College, Temple University, and the University of 
Michigan-Flint. * 

Rot>ert E. Taylor ' _ 

Director 

The Center for Vocational Education 
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THC.CCNTEfl fCm VOCATIONAL EDUCATION 

The Center for Vocational Education's mission ts to 
increase the ability of diverse agencies. inst.iUtions. and 
organizations to solve educational problems relating to 
individual career planning and preparation. The Center 
fulfills its mission by 

• Generating knowledge throuyh research. 

• OeveloQjng educational programs and products. 

• Evaluating Individual program needs and outcomes^ 

• Installing educational programs and products. 

• Operating information systems and services. 

• Conducting leadership development and training 
programs. 
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AMERICAN ASSOCIATION 
FOR VOCATIONAL 
INSTRUCTIONAL MATERIALS 

Engineering Center 
Athens, Georgia 30602 

The American Association for Vocational Instructional 
Materials (AAVIM) Is an interstate orga Vizationof univer- 
sitles. colteoe« and divisions of vocational education de- 
voted to the Improvement of teaching through better in- 
formation and teachinr aids. 



INTRODUCTION 



As the advisor of a student vocational organiza- 
tion, you have the opportunity to assist in the de- 
velopment of a meaningful program of activities 
and in stimulating students to participate actively 
In chapter events providing^ real-world expferi- 
ences. These experiences wilt allow students to 
develop leadership, citizenship, character, poise, 
and communication skills. 

The degree to which these qualities are attained 
by your students depends to a great extent upor 
your effectiveness as an advisor. You are the one 
most responsible for directing the learning ac- 
tivities provided by the organisation as a part of 
your total effort in the program of vocational edu- 
« cation. 

Supporting fevery successful club activity is a 
motivated and welN>rgaiilzed advisor who is able 
to inspire students to achieve their best. The ad- 



visor also needs 'to be capable of directing, lead- 
ing, and supervising activities to their completion. 

The successful advisor develops the abilities of 
students to adequately conduct chapter activities? 
He/she sees that appropriate publicity brin^ at- 
tenfion to the club activity. He/she assists studertts 
in evaluating the club activities and reporting to 
the state and. national organization. Appropriate 
emphasis is given to the chapter's role in regional, 
state, and national events. (It should be noted that 
some organizations refer to the local unit as a 
"chapter" and others as a "club"; in this module, 
the terms are used interchangeably) 

This mo'^jule will assist you in developing addi- 
tional supervision and management techniques 
you need to ensure that the chapter is functioning 
smoothly and effectively 



ABOUT THIS MODULE 



Ob)«Ctivet 



Enabling ObiMtivM: 

1. After completing the required reading, demonstrate 
knowledge of the important considerations involved 
in supervising the activities of a studeni vocational 
organization (Leam/ng Experience I). 

2. Given a case study describing one advisor's proce- 
dures for supervising the activities of a student voca- 
tional organization, critique the performance of that 
, advisor. (Learning Experience II). 

Prerequisites 

To complete this module, you must have' developed a 
personal philosophy concerning student vocational or- 
ganizations, and yog must have competency in estab- 
lishing a student vocational organization. If you do not 
already have these competencies, meet with your re- 
source person to determine what method you will use to 
gain these skills. One option is to complete the informa- 
tion and practice activities in the following modules: 
' • Develop a Personal Philosophy Concerning Stu- 
dent Vocational Organizations, Module H-1 
• Establish a Student Vocational Organization, Mod- 
ule H^2 



Resources 

A list of the outside resources which supplement those 
contained witt^in the module follows. Check with your 
resource person (1) i'^ determine the availability and tt\e 
. location of these resources. (2) to locate additional ref- 
erences in your occupational specialty, and (3) to get 
assistance in setting up activijlies with peers oV observa- 
tions of skilled teachers, if necessary. Your resource 
person may also be contacted if you have any diffic^jlty 
with directions, or in assessing your progress at any 
time. 

Learning Experience I 

Required 

The official handbook and associated materials for 
the student vocatiqaa^^anization in your service 
area to review. 
Optional 

An experienced student vocational organization 
aiivisor with whom Vou can consult. 

Learning Experience II 

Optional 

3-5 peers to work with you in developing a list of 
publicati ws for a chapter library and/or the content 
and format for a chapter scrapbook. 

Learning Experience III 

Required . 

An actual school situation in which you can super- 
vise activities of a student vocational organization. 
A resource person to assess your competency in 
supervising the activities of a student vocational 
organisation. ^ 



This module covers performance element numbers 283-285. 288, 290, 
291 , 293. 298 from Cfilvin J. Cotrell ef «/., Modet Curricula for Vocatfonat 
e/K/Tec/j/itefl/ EducMtlon: RfMti No. V (Columbus, OK: The Center for 
Vocetlor^l Education. The Ohio State University). The 384 elements in 
this docum'int form the research base (or all fhe Center s PBTE module 
developmont. 

For information about the general organization of each module, general 
procedures for their use. ar>d terminology which is common to all 100 
modules, sea About Using The Center's * 8TE Modules on the inside 
back cover. 



Learning Experience I 



OVERVIEW 
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Obtain the official handbook for the student vocational organization in 
your service area» and review sections related to — • 

• the advisor's overall responsibilities 

• publicizing the organization 

• maintaining a file of publications or chapter library 
« developing a chapter scrapbook 

• evaluating the organization 

• preparing state and national reports 

Also obtain from the state and/or national organizations any materials 
concerning the advisor's role and responsibilities and review these mate- 
rials. 



For information on the advisor's responsibilities in supervising the ac- 
tivities of astuaentvocational organization, read the following information 

sheet: . ' 



SUPES^VISING THE ACTIVITIES OF A STUDENT 
VOCATIONAL ORGANIZATION 



Essential to the successful operation of any stu- 
dent vocational organization is an informed, well- 
organized.*and motivated advisor. Efficient super- 
vision of the total club program requires (1 ) a thor- 
ough knowledge of. and commitment to. the wide 
variety of duties involved. (2) the ability to identify 
and manage human and material resources to as- 
sist with the program, and (3) attention to the many 
details which make up the day-to-day operation ot. 
the club. 

The advisor must be an individual who is able to 
help students prepare a news release to publicize 
club activities; work with the advisory committee, 
school administration, and others to evaluate the 
organization; prepare and submit state and na- 
tional reports; maintain a chapter library; and. in 
general, supen/ise all activitiesof the organisation. 
He/she must be able to do all these things jn such a 
way that the members retain the primary leader- 
ship responsibilities for the operation of their club. 

Supervising Activities 

The official handbook for the student vocational 
organization in your service area will usually de- 
vote considerable space to explaining the respon- 
stbiMties of the local advisor inclpding your super- 
visory responsibilities. You need to review this ma- 
terial carefully. 




In addi- 
tion, you 
should 
check , 
•chool pol* 
Icy to deter- 
mine the 
rules and 
regulations 
covering the 
supervision 
of the or- 
ganization. 
For example, 
your school 
may have a 

rule stating that all club activities must be super- 
vised by the advisor and approved by the school 
administration, or regulations governing after- 
school activities, trips, etc. Some school systems 
will have printed guidelines to assist you in your 
advisory role. If not.^ you should work with the 
school administration in defining and outlining the 
supervisory responsibilities of a student voca- 
tional organization advisor. Sample 1 contains ex- 
cerpts from one school system's board-adopted 
policy for the supervision of a vocational youth 
club. 
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SAMPLE 1 




adp'SfOblf!|T;VOCATIONAL 





^^|iW|^|dt.:t^it;aUpwv^ for^k'iduci^/l^ •to., .club- 



Supervising Public Relations 

Good public relations is important to the suc- 
cess of any organization which depends on public 
support or which is uftimately responsible to the 
community. The student vocational organization is 
an integral part of the vocational education pro- 
gram of the school and. as such, its activities are of 
concern and interest to the community. As advisor, 
one of your key responsibilities is to assist mem- 
bers in publicizing their organization to gain 
community suooort for chapter activities, recogni- 
tion of members' achievement, cooperation of 
parents and concerned others, and the interest of 
prospective members. 



To provide this help, you need to ba familiar with 
the various media (newspapers, radio, T.V., ex- 
hibits, displays, brochures, community presenta- 
tions) through which chapter activities can be pub- 
^ licized, and with the proper procedures for making 
use of them. Your official Handbook and the as- 
sociated materials provided by the state and na- 
tional organizations will include information and 
suggestions for handling chapter publicity. For 
example, these materials will cover how to plan a 
publicity program for the chapter, how to write a 
news release, do's and don'ts in the presentation 
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of a radio or T.V. show, ways to get your story 
published, etc' . ^. ■ 

in most clut)s, the 'reporter and a public raia- 
tlons'committM have responsibility for chapter 
publicity. As advisor, you need to make sure these 




members have the information apd sl^ills they nee<t 
to perform this vital function. They may. for ex- 
ample, need some direction in determining just 
what is worthy^ publicizing. You could provide 
them with a lijt^ch as the following to guide them 
in giving a fuli and balanced picture of chapter' 
activities and accomplishments. 

• community or school service projects 

• field Irips 

• leadership worlcshops 

• special guest speal^ers or seminars 
—-♦-contests— — ^ 

• outstanding accomplishments of members 

' • special events such as open house, career 
day. employer-employee banquet 

• scholarships 

• special sports events 

Choosing the most appropriate medium for 
presenting the message is essential to successful 
'publicity, and you should be prepared to assist 
^students in deciding, how best to inform various 
publics about chapter activities. Suggest that they 
survey the school and community to determine 
what publicity outlets are available: what newspa- 
pers are read, and radio and T.V. shows tuned in, 
by various segments of the community; what pub- 
lic service and educational radio and T.V. time is 
available; etc. 

Local newspapers, and radio ancMelevision sta- 
tions provide the broadest means of publicizing 
your chapter's accomplishments. An inviting way 



1. To 9«in ikill in the various techntques for publicizing and promoting 
th« vocttk>nai program, you may wish to refer to nK>dule$ m Category Q- 
« Schoo^Community Relations. 



to Stimulate the interest of the media in your club is 
to have a committee bf students, or perhaps the " 
whdie club, visit the local newspaper, radlo-and 
T.V. stations. 

Individuals workmg in th« media will Qften take 
time to explain their work and to SMggest possible 
contributions to your club activities. The visit also 
provides an opportunity for the media to become 
knowledgeable about your activities— be pre- 
pared with brochures and information concerning 
your club. You may provide them with copies of 
your calendar of activities to use for future news 
coverage. 

-Students will need to t>e assisted in preparing 
news rwltaMs for newspapers, radio, and T.V. 
There are standard formats -and procedures to 
t>e followedMn writing such releases and getting 
ihem printed or on the air. Media personnel can 
provide guidelines for writing acceptable copy, 
and for the steps to follow In submitting it. An 
English or journalism teacher can be of help to 
students. Members responsible for publicity 
should be directed to seek this help and to study 
sections irvthe handbook related to writing news 
releases and articles. 

Most schools have pHOlicies Regarding news re- 
leases relative to any activity involving the^hool 
system. Be certain all news releases ancTpublic 
relations efforts are brought to the attention of 
school authorities. This, again, gives another op- 
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portunity for ycur local club to communicate with 
school officiahi and involve them in your club ac- 
tivities. 

The interested advisor will also wish to explore 
other methods of publicising club activities and 
events. Activities to give the club continuous visi- 
bility include— 

window displays for botK^school and commu- 
nity 

9 bulletin boards in the classroom or school 

• special exhibits at county or state fairs 

• student visits to. and student speakers at. civic 
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, eventsand meetings of local servfce organiza- 
^tions 

This visibllit/Afvill be a valuable asset in maintain- 
ing the inle.rest of students and the general public 
in the organization. » * 

Supervising the Development of a 
Chapter Scrapt)ook * 

* Any publicity about the club should be placed in 
the chapter •crepbook as 9 record of events and " 
'members* achievements, and for future reference 
in planning public relations efforts. Supervising 
the development of this scrapbook is another im- 
portant function of the advisor. • 

This activity provides a system of recording the 
annual activities and events of ypur lociil student 
vocational organization. Revievy^ing trje annual 
scrapbook is also a good method for giving recog- 
nition and support to those individuals vy^ho made 
\the organization v^/ork. as v^/ell as of^ providing a 
future blueprint. 

The scrapbook can be a guide for th,e future . 
planning of your youth program. Future program 
plfiflnners will not have to "reinvent the v^/heel " but 
will be able to review past activities and, it is hoped, 
improve their implementation. 

Generally, a scrapbook is of great interest to 
parents, school authorities and faculties, individu- 
als from business, civic leaders, advisory commit- 
tee members, and other interested individuals. The 
"Wisor^iir need~to provlderew fort he 
scrajjbook by making it easily accessible. You will 
find that the members will spend^jjian^L proud 
hours sharing its contents with interested indi- 
viduals and friends. 

It is often wise to select a student committee to 
be responsible for this activity. The advisor should 
^ work with the committee. To stress the importance 
. of the activity, hb/she should also periodically re- 
» view the progress of the project. 




, All chapter committee chairpersons should t>e 
instructed to maintain a close working relationship 
with the scrapbotfl? committee to see that aporo-^ 
priate information and rrtaterialS^are proyideo for 
the scrapl^ook. Th4s should be a "prestige" com- 
mittee to encourage the other members to sup- 
port the development of the scrapbook. 

Guidelines must be established to develop a 
format for the scrapbook. Since many of the stu- 
dent vocational organizations have specific con- 
tests to judge and evaluate chapter or club 
notebooks, reference to ^e particular contest 
manual will provide t^e neS^ed organizational in- 
formation. Student vocational organizations with- 
out such contest events may wish to review the 
contest materials of other organizations to gather 
ideas for a format for their scrapbook. A scrapbook 
might include some or all of the following items— 

• membership statistics 

• officers — cpmmittees 

• offi<;ial chapter bylaws, etc. 

• initiation of officers (photos and program)- 

• business meetings^ 

• social activities 

• community projects . ^ 
r publicity^ 

• program— ^sembly-^service clubs * 

• talks— demonstrations 

• alumnj 

o meetings (district, state and regional, na- 

^tionaD„ . 

• • contests— winners 

• outstanding activRies- oanquet 

• individual members— photos 

• advisory committee — photos 

Photographs, news articles, and progranris, 
^should be collected. These should be appropri- 
ately placed and arranged with brief notes describ- 
. ing the activity. If the members of the committee in 
charge develop the scrapbook in a continuous, 
day-by-day manner and secure contributions from 
the members, the project can become the subject 
of wide interest. 

The chapter or club can help by providing 
photographs, equipment, and a budget adequate 
to meet the requirements of a good scrapbook. A 
camera to take color pictures, relatively reason- 
able in price, should be available to the committee 
and all members. A little instruction on the use of 
the camera and planning to get coverage of the 
events will usually resisit in usable prints. When all 
members are involved, the development of the 
scrapbook can become an excellent learning ex- 
perience. 
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Maintaining a File of Publicatlont 

The chapter tcrapbook is one of the resources 
which should be available to members in achaptar 
Wbimif or Wo. In addition, there are many other 
good materials and publications available to assist 
the advisor and members in the operation of a 
local studentyocational organization. Most of the 
organizations have excellent mat9rials and hand- 
Books that have been produced by the state and 
national organizatk)ns for use t)y local clubs. Addi- 
ttonally, there are niany, marfy leadership bool&, 
maga^tinos, brochures, and varfOU^ materials that 
can bi a real t>onu8 to your club.operatk)r< 

The adivisor, utilizing the assistance of other in- 
^divkjuals such as the ^hool Itbrarian or learning 
resource person, officers of 'local civic organize- 
tioKs, school authorities. aihd business leaders and 
managers, should actively seek these materials for 
use by members. Such materials can be used by 




the advisoV and s\uden:s in many of the leadership 
activities of the club* These materials may also be 
excellent sources of class study in some of your 
leadership sessions. However they are used, keep 
these materials visible and in use— their worth de- 
pends upoj) their circulation. 

Bodk^TRublications, m^mos, club records and 
forms, etc., should be accessible. They should not 
be lost or filed where they cannot be found. The 
advisor should establish a library or filing system 
to provide.easy access when these documents are 
needed. The locat librarian may have some 
suggestions, but usually a simple (legal size) 
four-drawer filing cabinet willwork well. Following 
are many of the publications and inaterials which 
might be filed for reference^y mefnbers^at «d other 
interj9Sted persons. 

official guide 
. handbook 

constitution and bylaws 

calendars 

si^rapbook 



annual reports • 
chapter evaluation , ^ ^ ' 

program materials 
. correspondence 

budget and financial reports (treasurer's l>ook) ' 

minutes of meetings (secretary's bookie 
^activity plans and reports 
-historian's records 

individual memt>er activities 
, nomlnatton election materials 
> membership reports 
•.chapter offiber reports 

ceremonies— conduct of meeting*, parliamentary 
prodedm;e 
' ;rtar!onery, stamps,' supplies ^ 
' district miterfils 

state maleriats • • 

, .national materials 

leacftrship resource ms^erials 
Robert's RuIbs of Order 
' ' degreeor recognition program records 

A complete file can be a valuable aid in selecting 
activities, in setting goals, in planning things to do, 
and in assigning responsibilities to club members, 
ft can be of immeasurable help Iji en^iving at prob- 
ab'le costs and rfeeded facilities. you develop 
and use a file of activities, you will appreciate its 
Importance in the effective supervision of your 
prograoi, ^ 

The advisor and the club secretary should take 
the responsibility for maintaining the file. Space 
^.should be set aside taaccommodate the activities 
^and reports essential foHhe operation of a quality 
program,' F:or each of the'activity sections in the 
file, have thV chairperson ohi^iiX activity commit- 
tee submit a complete report to the secretary on 
what was done to fulfill the assignment, what 
facilities, materials, etc, were used, who was con- 
tacted to get the tasks completed, what costs were 
incurred, what resulted from the projedt, and what 
should be done to improve the operation. 

This process keeps the files active and up tb 
date. It also teaches the members how to use the 
filing system and locate needed resources. A good 
file can be effecti\(fi in helping to successfully con- 
duct even sizable ptojects^ with a minimum of ef^ 
fort. 

Supervising the Preparation of State and 

National Reports 

The library or file you develop and maintain (or 
assist a student committee in devising) should in- 
clude copies of the state reports most local clubs 
are expected to complete and submit. In most in- 
stances, the local advisor is provided with these 
materials through a regular statewide mailing. 
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rjn 

itthtr»- , 

tpoMibillty 
bfthttd- 
vitortoM*, 
^curttht 
fbnnt for re- 
porting to 
the various 
ttattaswcl- 
attons^^ddi* 
.tionally, 
* tome of the 
local organh 
zationa file 

reports and evaluations with the regional or (dis- 
trict fevel of the state. The advisor should become 
^familiar with this process to fulfill requirements for 
'affllistbn. . 

TtiB reports usually ask for information relative 
to local program enrollments, local membership, 
and club activities. In many cases this information 
is needed by the state ad viso r to provide data in the 
filing df staite reports with the Various national or- 
•ganlzatlons. \ 

Some^of the reporting irivolves'^the filing of pro- 
'^spective local candidates for regional, district, or 
state award ordegree recognition. Other reporting 
identifies candidates for offfce, competitors in 
contests, special chapter recognition, safety 
awards and other committee recognition, and any 
information necessary for the planning and 
evaluating of regional, district, and state programs 
and'events. 

•')\s with other activities in the student vocational 
organization, the reporting process should be 
cleared with local school aethorilies. It may be 
wise to Involve school^authcrities or officials in the 
actual reporting process. (This, of course, gives 
additional opportunities for their direct involve- 
ment in the organization.) As the reports are com- 
pleted and approved, copies may be given to 
school officials as well as retained for use by the 
local club. ^ 



Supecvising the Evaluation of the 
Student Vocational Organization 

^ Many of the reporting systems used by local 
clubs for responding tb regional, district, and state 
requests for information couid also be an excellent 
basis for local evaluation. This evaluation informa- 
tion can be of great value in planriing activities and 
programs for the local chapter or ciub. Evaluation 
is the ksi to improvement in any program or activ- , 
ity. It should be continuous, and should focus on 



both tiK" procedures and the outcornes. As such, it 
requires « steady flow of infonr^ation (such as that 
contained in state and national reports) to help 
those concerned maimer informed decisions about 
program strengths or areas needing change. 

As an advisor, you need to be a competent 
evaluator as you supervise the total club program. 
You also^need to help students learn how to 
evaluate their 4)r6gress and that of the chapter in 
terms of their own personal goals and of the objec- 
tives of the club. 

One of the strengths of the student vocational 
organization isthsit.it provides a program planned 
and implemented by students. Thus, thejrhave t 
reaUtalce in their evaluation of themselves and the 
. program. A^ students learn firsthand the process 
^^nd the results o>careful evaluation, which forms 
the basis for good, judgment and intelligent ac- 
tion, they also gain experience in data-based 
d^cision-maicjng and problem-solving. 

You should recognize the importance o^ eval- 
uation in teaching. Encourage student self- 
evaluation and the continuous evaluation of the 
activities^in the program of their chapter or club. 
The evaluation process should begin at the start of 
the school year when the program is set up. For 
example, the program committee will need to 
evaluate last year's program of activities, and mal<e 
decisions about activities which should be re- 
tained, modified, or eliminated. 

If, during the year, the purposes of the program 
have not been met, the program should be mod- 
ified by eliminating some activities ap^lor adding 
others. This infomiation should be obtaiijed, filed. 
• and us^ in planning new programs. Develop a 
bank of intoimation so committee memt>ers can 
perform their tasks successfully. Probably the best 

measure of 
program ef- 
fectiveness 
is a review of 
the evalua- 
tion of ac- 
tivities 
separatb 
areas. Forms 
for evaluat- 
ing the over- 
all program 
are some- 
times avail- 
able from 
state ad- 




visors in the separate services. 

Samples 2. 3, and 4 are evaluation forms thaf 
may be adapted to your local situation. 
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Supervising Participation in District, 
Regiotials State, and National Activities 

. Yourplanningandmanagementskills.aswellas ^ 
your own enthusiasm and ability to motivate 
others, are brought into play as you encourage 
active participation of members in student voca- 
tionaUofganization activities beyond thejocal 
level. - ^ 

All of the student vocational organizations have 
activities and evejits beyond the local level. As your 
students distinguish themselves at these events, 
your local club or chapter gains visibility and pres- 
tige. Interaction with other students and clubs at 
district, regional, state, and national events will 
generate great enthusiasm for continued excel- 
lence at thelocal level. Each advisor should give 
special attention to preparing members for the 
manyjand varied lactivities beydnd the local level. 

As with other areas related to the vocational 
youth actiVity, the local advisor should keep up to 
date on these events. Planning is particularly im- 
portant, because some of these activities involve 
local preparation and registration with the district,^^ 
region, or state. This is truaof such activities ^s 
'degree or awards recognition in which deadiir.es 
for local preparation must be met. The same is true 



for entry into the.various competitive activities 

common to most student vocational organiza- 
tions. Preparing students for district, reglonalt 
end state offices involves preparation and Wpe 
limitations. As an advisor, select activities ^arly 
and plan, with your officers and the general mem- 
bership, to be rejady 

As with other activities involving students, be 
certain school policy is reviewed, and discussed 
with school authorities. These events take stu- 
derils away from the school, which demands spe- 
cial attention to the legal responsibility of the 
school anc* club advisor. See that the students fully 
understand their responsibilities and the impor- 
tance of their fuHrCOoperation. The dignity and 
prestige of your organization can be increased if 
the students understand that their good conduct 
plays ^major role in this effort. 

Out-of-town meetings also call for special ar- 
rangements for housing accommodations and 
financial arrangements for the expenses of the 
trip. Meals and registration costs must also be 
considered as the plans^are developed for your 
club's participation in these activities. It may be 
wise to involve student committees in planning for 
these events— ant)ther opportunity for students to 
plan and carry out leadership activities. 
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SAMPLE 2 



r'- 



.SCHOQLv 



fe^^ttf^g!^.,^^.^^^ CITY 



CHAFTERADVI80A. 



'^^trniJ^^ qi)MPLETlON DATE .JL- 

^^fSw|l^0OMf R^^^ 0ESK3NED TOB . 

|^!tiSw^ HAVE BEEN HEUD? 



jpOR^P^ OP PROJECT-. 



it 



Vilfe%HAS HELPED THE PROJECT? 



;!i*?J^TOF:ArmHW IS IMPEDING THE PROJECT?. 



nEdbMMENDATIONS JZH 



COPIES TO: Chairperson, Advisor, Committee File 
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SAMPLE 4 




|Si:ii5i«»terp^ our OOEA prograrti lo th(»:'cpmmur^.r«n^ . 

,__4|(Hiii(^^ Which help 8trOTgthen-th»-school^lrt;-'Oy^^^^^^ ..^-?'5?-V#:^t5^??:,l: . 




liiM4itii^#(lvitlM hdp«d our memto^ 

i^^riWMiliy^ projects educational and related tp the QOIa 



2 Ohio Office Education Association. Club Handbook (Columbus. OH OOEA, nd ). pp 25-26 
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^ and discuss 



You may wish to locate and meet with an experienced student vocational 
organization advisor. At this meeting, you could discuss his/her overall 
supervisory responsibilities (including written school policy), and examine 



Optional ^ • the chapter scrapbook 

• blank and/or completed chapter evaluation forms 

• riGws releases and other publicity items 

• the chapter library or file of publications 

• blank and/or completed state and national report forms 



^ Activity 
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GThe following items check your comprehension of the material in the 
information sheet, Supervising the Activities of a Student Vocational Or- 
ganization, pp. 6-16. Each of the seven items requires a short essay-type 
response. Please explain fully, but briefly, and make sure you respond to all 
' parts of each item. 



SELF-CHECK 

1 . Why is a document describing the duties of the vocational organization advisor important to the local 
advisor? 



2. Why is public relations important to the success of the vocational youth organization? 



' 17 



3: What printed information is important to the local Club, and how are these materials found, or- 
ganized, and stored? 



4. How can a scrapbook be of assistance in planning future chapter activities? 



N. 



ERIC 



13 

18 



5. Why is evaluation important to the club's success? 



6. What information is usually requested in staie and national reports? 
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What local preparation' Is necessary for club attendance at regional, district, state, and national 
meetings and conferences? 



1 
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Compare your written responses on the Self-Check with the Model An- 
swers given below. Your responses need not exactly duplfcate the model 
responses; however, you should have covered the same ma|or points. ^ 



MODEL ANSWERS 

1. A document listing and defining the supervis- 
ory responsibilities of the local advisor can help 
create annnderstanding between thp advisor 

• and the school administration. Jhat is. it spe- 
cificaily defines the expectations of the schooi 
system as to the function of a local advisor This 
understanding assists the instructor in his/her 
personal planning pi his/her vocational cur- 
riculum and the activities within that cur- 
riculum. 

2. The overall purpose of good public relations is 
to provide the kind of exposure for your club 
and its members that will strengthen the ctub> 

; Effective publicity keeps the community in- 
U^iormed about your activities, which gains sup- 
/port for ybur club and for the school, of which 
Xfie club^is an integral part. Recpgnition^of 
members' achievements encourages these and 
other members to participate in club activities 
and creates pride jn self and the organization. 
Prospecfive members may be encouraged to 
join through reading about or seeing your var- 
ied activities and the enthusiasm and success 
of your members. 

Additionally, of course, the e>.pe!ience of writ- 
ing news releases, working with the media, and 
communicating with the public, can provide 
valuable leadershipopportunities for members. 

3. There are many leadership materials available 
to the local advisor to assist in the management 
and leadership of his/her local vocational club. 
These materials can be located by raviowing the 
.many publications available from the state and 
national associations; working with the school 
librarian or learning resource person in your 
schdol; consulting with officers and members 
of civic and social organizations within your 
community; and reviewing materials used by 
local business leaders and managers. 

To allow easy access to these materials, the 
Osor should develop a filing or library sys- 
^tem/A four-drawer filing cabinet or bookcase 
(or a combination of the two) can be used if the 
filing system is wellorganized. Once the system 
is established, review the process with the stu- 



dents so they. too. can find these materials 
when needed. Also, keep these materials in use 
by integrating this information with the local 
leadership training and vocational curriculum. 

4. The scrapbock is an excellent vehicle for giving 
credit and recognition to those individuals who 
made theorganizatior work. It also can provide 
•H.uable information for >He future planners of 
your youth program. By reviewing the ac- 
complishments of past vocational programs, 
the committees charged with the responsibility 
of developing the annual activities program will 
not have to b'lart from scratch. Armed with the 
information provided by the annual scrapbook. 
these planners should be able to improve pro- 
gramming year by year as the organization 
grows. j_ ^ _ 

5. Evaluation is an effective method of reviewing 
\i3 progress and worth of activities. Continu- 

/ ous. careful evaluation provides opportunities 
^ for observation and adjustment to ensure that 
■ the objectives of the organization are being 
met. Periodic evaluation also ensures that the 
activities tare meaningful and provide for stu- 
dent growth and leadership. The opportunity to 
develop skill in evaluation is also an excellent 
asset for students, who should be developing 
tho decision-making skills involved to aid them 
in their work and personal lives. , 

6. The regional, district, state, and national struc- 
tures of the vocational ycuth organizations 
need data from local clubs to as Mst in the plan- 
ning and operation of those levels. The informa- 
tion requestedis usually relative to local pro- 
gram enrollments, vocational club member- 
ship, and local vocational club activities. Some 
reports request information abouti prospective 
degree and awar^j of recognition candidates. 
Other informaiion is n<jedea concerning candi- 
dates for reqional. district, and state offices, 
and individuals interested in contests and 
awards offered beyond the local level. Reports 
are aiso necessary for special chapter recogni- 
tion and safety awards. 

7. As the club moves into activities beyond the 
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loctt Itvil, tpeciai preparation and attenUon is 
naoMaary for your chaptar's participation. 
Since nrK)at of. thaaa events demand local 
preparation, the advisor must plan to engage in 
activities at the local level that will have his/her 
chapter ready on time and registered for these 
events. 

Special attention to school policies regard- 



ing students traveling and representing your 
school district must t)e reviewed with school 
authorities. Additionally, pareful consideration 
should be given totransportation/housing, rej^ 
istration, meals, and the financing of the ex- 
penses of the event Student committees are 
helpful in coordinating and getting ready for 
such activities. 



K 

LEVEL OF PERFORMANCE: Your completed S^lf-Checkahould have covered the same major points as 
th« model responMS. If you missed some points or have questions about any additional points you 
made, review the material in the information sheet, Supervising the Activities of a Student Vocational 
Organization, pp. 6-16, or check with your resource person if necessary. 
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Learning Experience l| 

OVKRVIEW 




\ 



The following Case Study describes the situation of a student vocational 
organization advisor whose club is not as effective as it could be. Read the 
nituation described, and .then explain in the space provided (1) the basic 
problem with Mr. Hackne/s club program, and (2) how you would assi^J 
him in improving his club and generating interest ampng members. 



CASE STUDY 

Mr Dudley Hackney is a vocational teacher in a 
school which offers vocational education in all the 
major service areas. Each service area has a stu- 
dent vocational organization with elected officers 
wd B planned program of acVivities. The youth 
program has traditionally been 'well accepted by 
the school administration. A wrttten list of advisor 
responsibilities hfl^ been dev3lop3d and adopted 
as school policy. 

. Mr. Hackney has the weakest or least effective 
club within the school chapter. He is a second-year 
teacher and has not yet successful ly integrated the 
youth program into his curriculum. His club has 
elected officers and a planned program of ac- 
tivities, but for the most part the activities have 
been rather uninspired aru not too successful, 
and he has difficulty maintaining membership and 
meeting attendance. 
As a fellow vocational educator with experience 



as a student vocational organization advisor, you 
have been ask^d to work with Mr. Hackney to im- 
prove his club. When you meet with Mr. Hackney to 
discuss the situation, you discover that— 

• he has never checked school policy concern- 
ing the advisor's responsibilities 

• he has noldeawhatthe club's public rehtions 
imimittee has k>een doing 

ke\has heard of the chapter scrapbook, but 
tninks it involves unnec^srary^bi/sywork 
hps difficulty locatiijg the official hand- 
!)0K. buried somewhere amidst piles of ma- 
terials in his office, emd he can't find the last 
state! report ho is tvm he filled out 
his evaluations of club activities and progress 
to date have been haphazard and subjective 
his students have never been involved in stu- 
dent vocational organization activities be- 
yond thojigpal level 



■ ^ 
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Compare your corripleted written critique of the Case Study with the Model 
Critique given below. Your response need not exactly duplicate the model 
response; however, you should have covered the same major points. 



MODEL CRITIQUE 

If Club activities have been uninspired thus far, it 
is probably because l^r. Hackney has not been very 
enthusiastic, and is doing a very uninspiring job of 
supervising club activities. It looks as though he 
either does not understand that a smooth-running 
and vital club program requires, on the part of the 
advisor, ability to plan, organize, and manage a 
variety of activities, details, and resources, or is 
simply lacking in these skills. Members' lack of 
enthusiasm is no doubt directly related to his own 
unenthusiastic approach, and his failure to pro- 
vide a strong leadership model. 

The first thing you can do for Mr. Hackney is to 
ask him to check school policy regarding the ad- 
visor's responsibilities, or to work with the admin- 
istration in defining these responsibilities, and 
then discuss this with him. He does not have a 
clear picture of his role in the organization, and 
needs experienced advice in this area. You could 
also review the official handbook and related ma- 
terials on the role of the advisor, and give him 
sugg0stjons,_based on your own experience, con- 
/cerning a more efficient and committed approach 
'-to supervising the overall club program. 

Mr, Hackney needs to do several things to keep 
members' interest, motivation, and belief in tlie 
organization, and to attract new members. His fail- 
ure to properly supervise, the public relations 
committee has probably led to a weak if not non- 
existent program of publicity. Good public rela- 
tions not only attraQts the interest of non- 
members; it develops members' pride in them- 
selves and the organization, and motivates them to 
continue planning and participating in worthwhile 
and Interesting activities. 

To help, you could provide information on and 
exampiea of your own public relations effort. If 
time permits, introduce him to individuals you may 
know in the news media. Offer to help him prepare 
news releases and news articles. You may wish to 
share your lesson plans for teaching students the 
correct methods of communicating with the news 
media and writing news releases. Perhaps some of 
your student members could work internally with 



his club to help orient them in their public relations 
efforts. 

Mr. Hackney also needs to rethink his position 
on the chapter scrapbook. This is another excel- 
lent means of making public the good worlTof the 
club, developing member pride and enthusiasm, 
and provioing a basis for future planning. 

Use your scrapbook as a guide to assist him. 
Work directly with him in the initial stages of. 
scrapbook development. See that a student com- 
mittee in his class is selected to gather material 
and keep the club notebook up to date. Instruct the 
committee on working with the chapter-wide 
scrapbook committee so that thexlub's indepen- 
dent activities will be reflected in the school-wide 
scrapbook in the student vocational organization. 
Explain the use ot the scrapbook as a "blueprint " 
for future planning of club activities. 

One of Mr. Hackney's functions is to "prime the 
pump," to provide ideas, suggestions, and the 
right spark to get committees and individual mem- 
bers moving. To do this, he needs to keep up to 
date himself on what is going on in the student 
vocational organization at all levels, and to provide 
his students with the resources they need to plan 
and carry out activities designed to achieve indi- 
vidual and group objectives. The state of his office 
"filing system" indicates that Mr. Hackney has 
failed to provide this kind of assistance. 

Help him to secure all of the available publica- 
tions and materials from' the offices of his state and 
national organizations. Explain, and assist him in 
finding, leadership materials available in libraries, 
from local civic and social organizations, and from 
local business leaders and managers. Help him 
work out an effective system of filing these mate- 
rials and show him how to use these materials in 
leadership sessions, club activities, and classroom 
lesson plan development. Be sure to emphasize 
the importance of these materials to the success of 
the vocational program. 

Interest, motivation, ideas for planning— these 
are essential ingredients in a successful student"" 
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vocational organization, and depend to a great 
extent on the advisor's attitude toward his/her 
supervisory role, as well as on his/her ability to 
manage efficiently the overall operation of the 
club. Mr Hackney is not well organized or in- 
formed, and his prog ramis suffering becauseof it. 

His slipshod evaluation methods are undoubt- 
edly an outgrowth of this lack of orgapization and 
knowledge of the resources available to him 
through the state and national organization. 
Suggest to Mr. Hackney lhat he establish an evalu- 
ation system to check the progress of his club 
activities. Show him how to use evaluation as a 
decision device that allows periodic observation 
and modification of activities to ensure successful 
completion of projects and events. 

Using your ownevaluationprocess, assist him in 
establishing evaluation criteria (usually based on 
chapter goals in chapter programs of work) to see 
If his club activities are contributigg to the 
achievement of these goals. Emphasize the use of 
evaluations as checking devices for committee 
and club action, and see that these evaluations 
and a record of action taken are filed for future 
reference. 

There is a good chance that Mr. Hackney's sub- 
jective evaluations are due in part to his failure to 
file and/or keep a record of the state and/or na- 
tional reports, some of which can be used as local 
evaluation devices and in planning future ac- 
tivities. Discuss with him the various reports and 



their respective functions, show him how you have 
used them to aid you in evaluating your club and in 
keeping in touch with problems as well as pro- 
gress. Stress the importance of observing preset 
deadlines for filing these reports and of following 
school policy regarding their filing, and help him 
devise a filing and record-keeping system for these 
and other important documents and publications. 

Both Mr. Hackney's lack of enthusiasm and lack 
of organization are indicated in his reluctance to 
involve students in activities beyond the local level. 
Such involvement takes planning and leadership 
skills, and a real commitment to helping students 
grow through club participation. 

Explain that the visibility of the local club effort is 
expanded as local members actively participate in 
district, regional, state, and national events. De- 
scribe the enthusiasm that can be generated for 
student vocational organizations as the result of 
student involvement in such extra-school ac- 
' tivities. Be certain he is^ware of the full range of 
these activities and understands and accepts the 
local preparation necessary for involvement In 
these events. 

Identify for him the responsibility of the local 
advisor in planning for participation in such ac- 
tivities. Have fiim review school policy relative to^ 
taking students outside the school district. Review 
preparation and plans for transportation, housing, 
meals, registration, and the financing of these 
trips, and offer suggestions, based.on your experi- 
ence, for coordinating all these details. 



LEVEL OF PERFORMANCE: Your completed critique should have covet ed the same major points>s the 
model response. If you missed some points or have questions about any additional points you made, 
review the material i n the i nformation sheet. Supervising the Activities of a Student Vocational Organiza- 
tion, pp. 6-16, or check with your resource person if necessary. 



Optional J 
Activity ^ 



You may wish to work with a group of three to five peers who are also taking 
this module to develop a list of the various reports, documents, hand- 
l>ool<s, leadership materials, magazines, etc.. you would want In your 
chapter library or <ile. You could also consider the kind of system you could 
set up to make these publications easily accessible and to encourage their 
use. 

You might also wish *o examine some chapter scrapbooks. and make some 
decisions about tiie kinds of items you would include in your scrapbook, 
and the type of format you would use. (Student committees will have 
responsibility for the chapter library and scrapbook. of course, but part of 
your supen/isory role is to provide assistance and suggestions for these 
aspects of the program of activities.) 
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Learning Experience ill 



FINAL EXPERIENCE 




•Fof • d«flnillon of "aclual »chool »Hu»tion," m« the inside b«cl< cover. 
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^iMi^N 1^ ASSESSMENT FORM 

^?$uSiu(? Apilv^ftfei the Student Vocational Organization (H-5) 



^J^;4aiwfe^ theHevel of the teacher*s accomplishment by placing 

LEVELOFPERFORMANCEheading. ^.t. 

?. bicause\bf spefcial circumstances, a performance component was not 

_._*rr:^-. >• ^ ,jr i_ „^^..a<«> .^i^^^ ^« v in »ua m/a k^v 




X applte'ablei' brvunpossible tp execute, place an X in the N/A box. Bt»urc« ptrwn 



LEVEL OF PERFORMANCE 



In tuptrvlsiiHl tha organization, tha teachar: 

1. studied the official handbook and other rhaterials related rn 
to the advisor's responsibilities • . . ' — ' 

2. checked school policy to determine rules and regula- i i 

tions covering the supervisory roje ]r-J 

■I 

3. kepttheschool administration andfaculty informed of all r-h 
chapter activities — ' — ' 

4. familiarized himself/herself with the various media and 
their publicity procedures . . ' — ' 

. 5. assisted Students in preparing and subrnitting news re- 
leases concerning chapter activities for T.V., radio, i i 
and/or newspapers ' — ' 

6. assisted students in using other publicity outlets, (e.g.. 

exhibits. displays, brochures. community/school presen- rn 

talionsii 

' 7. ensured that all publicity was approved by the school pi 

administration ^ ' — ' 

8. selected a student committee to develop a chapter rn 
scrapbook ' — ' 

9. assisted students in developing guidelines for the con- i i 
tent and format of the scrapbook . . . ^ I — I 

10. encouraged members (officers, committees, etc.) to pro^ 
vide information, pictures, clippings, mementos, etc., for i i 
the scrapbook ' — ' 

11. arranged for the scrapbook to be easily accessible to rH 
members and interested others I — ' 



□□ □ 

□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 

□ □ 

□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 
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12. selected a variety of resources (boolts, club records and 
reports, leadersliip materials, handboolcs, magazines, 

brochures, etc.) to be included in the chapter library O"" | | [ | 

fiio 

I 

13. developed a filing and/or library system to enable stu- | — j i If | I I 
dents to use and check out these materials I — I I — ' ' — ' ' — ' 

14. arranged for members to use the library or file as a re- i i i I FH Fl 
source in selecting, planning, and conducting activities I — I I — I I — » I — I 

15^ secured, completed, and submitted district, regional. 

state, and/or national reports as specified on the report- i j j j | 11 j 

Jng forms ... I»J LJ l_J I— J 

16. obtained administrative approval before submitting any i i ' i | | | | I 

reports ., ' ^ ^ ^ 



17. retained copies of the reports in local files 



□ □ □ □ 



18. established an evaluation process which: I | j 11 I !"n 

a. *vas continuous . . . ^ • ' — ' ' — ' ' — * ^ — ' 

b. focused on both procedures and outcomes C D D D 

c. was based on specific criteria D tZI CZl O 

19. adapted or developed evaluation devices to assess vari- i i i i rn I I 
ous aspects of the club program I — ' ' — ' ' — ' 

20. assisted students in using the evaluation process to de- 

term'ne strengths and weaknesses in the total club pro- j—j j [ j j [ | 

21. coordinated and supervised participation in district, re- . 
gional. state, and/or national activities, including: i i | 11 I pn 

a. reviewing dates and deadlines for registration I — 1 I — II — II — I 

b. preparing students for participation D I— 1 D I— J 

c. making arrangements for transportation, registration. | I | 11 I | I 
hoiiQinn mRfll<; anri flnancirfa I — ' I — ' ' — ' ' — ^ 

. □ □ □ □ 



housing, meals, and financin'g 
d. clearing all trips with the school administration 



i 



LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item 
receives a NONE POOR, or FAIR response, the teacher and resource person should meet to detefmine 
wiiat additional activities the teacher needs to complete in order to reach competency in the weak 
area(s). 



ERIC 
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ABOUT USING THE CENTER'S PBTE 
MODULES 



Organization 

Each mooule is designed to help you gain competency 
in a particular sl^ill area considered iinportant to teach- 
ing success. A module is made up of a seriesof learning 
experiences, "some providing bacl^ground information, 
some providing practice experiences, and others com- 
bining these two functions. Completing these experi- 
ences should enable you to ach ieve the terminal objec- 
tive in the final learning experience. The final experience 
in each module always requires you*to demonstrate the 
skill in an actual school situation when you are an intern, 
a student teacher, or an inservice teacher. 

Procedures 

Modules are designed to allow you to individualize your 
teacher education program. You need to tal^e only those 
" modules covering Skills which you do not already pos- 
sess. Similarly, you need not*complete any.learning ex- 
perience within a m^odule if you already have the skill 
needed to complete it. Therefore, before taking any 
module, you should carefully review (1) the Introduction, 
(2) the Objectives listed on p. 4, (3) the Overviews pre- 
- ceding each learning experience, and (4) the Final Ex- 
perience. After comparing your present needs and com- 
petencies.with the information you have/ead in these 

^ sections, you should be ready to make one of the follow- 

f ing decisions: 

• that you do not have the competencies indicated, 
. and should complete the ontire module 

• that you are competent in one or rtiore of the en- 
abling objectives leading to the final learning ex- 
perience, and^thus can omit that (those) learning 
.experience(s) 

• that you are already competent i i this ?rea, and 
ready to complete the final learning experience in 
order ta "test out" 

• that the module is inappropriate to your needs at 
this time 

When you are r§ady to take the final learning experience 
and have access to an actual school situation, make the 

necessary arrangements with your resource person. If 

you do not complete the final experience successfully, 
meet with your resource person and arrange (1) to re- 
peat the experienpe, or-{2)complete<or review) previous 
I sections of the module or other related activities 
I suggested by your resource person before attempting to 
I repeat the final experience. 

Options for recycling are also available in each^of the 
learning experiences preceding the final experience. 
Any time you do not meet the minimCim level of perfor- 
mance required to meet an objective, you and your re- 
source person may meet to select activities to help you 
reach competency. This could involve (1) completing 
parts of the module previously skipped; (2) repeating 
activities; (3) reading supplementary resources or com- 
l pleting aaditiorial activities suggested by the resource 
m person; (4) designing your own learning experience; or 
r (5) completing some other activity suggested by you or 
I your resource person. 



Terminology 

Actual School Situation ... refers to a situation in 
which you are aatu3lly working with, and responsible 
for, secondary or po^^-s^condary vocational students in 
a real school. An intern, a student teacher, or an in- 
service teacher would be functioni ng in an actual school 
situation. If you do not have access to an actual school 
situation when you are taking the mod u*e, you can com- 

- plete the module up to the final learning experience. You 
would then do the final learning experience later; i.e., 
when you have access to an actual school situation. 
Aftemate Activity or Feedback . . . refers to an item or , 
.feedback device which rhay substituto for required 
items which, dpe to special circumstances, you are un- 
able to complete. 

Occupational Specialty . . . refers to ^ specific area of 
preparation within a vocational service area (e.g:, the 
sen/ice area Trade and Industrial Education includes 
' occupational specialties such as automobile me- 
chanics, welding, and electricity). 
Optional Activity or Feedback ... refers to an item 
.which is not required, but which is designed to supple- 
ment and enrich the required items in a learning experi- 
ence. 

Resource Person . . . refers to the person in charge of 
your educational program; the professor, instructor, 
administrator, supervisor, or cooperating/supervising/ 
classroom teacher who is guiding you in taking this 
module. 

Student. . . refers to the person who is enrolled and 
receiving instruction in a secondary or post-secondary 
educational institution. 

Vocational Service Area . . . referstoamajorvocational 

— tield : agricultural education, business and office educa- 
tion, distributive education, health occupations educa- 
tion, home economics education, industrial arts edu- 

' cation, technical education, or tradd and industral edu- 
cation. ' " ' ^ 
You or the Teacher . . . refers to the person who is tak- 
ing the module. 

Levels of Performance for Final Assessment 

V 

N/A . . . The criterion was not met because it was not 
applicabie to the situation. 

None ... No attempt Vv'as made to meet the criterion, 
although it was relevent. 

Poor . . . The teacher is unable to prirform this skill or 
has only very limited ability to perform it. 
Fair . . . The teacher is unable to perform this skill in an 
acceptable manner, but has some ability to perform it. 
Good . . . The teacher is able to perform this skill in an 
effective manner. ^ 
Excellent. . .The teacher isable to perform thisskill in a 
very effective manner. 
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